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U. S. Departnent of Justice
Federal Bureau of Prisons

C h a.n g e DI RECTI VE AFFECTED: 3933. 03
_ CHANGE NOTI CE NUMBER: 3933. 03
Notice

DATE: 6/25/98

1. PURPGCSE AND SCOPE. To update applicable ACA Standards in the
Program Statenent, Unit Secretary Training and Reference QGuide.

2. SUWARY COF CHANGES. This Change Notice updates the
Directives Referenced and ACA Standards sections.

3. ACTION. File this Change Notice in front of the Program
Statenment, Unit Secretary Training and Reference QGuide.

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

Program ik So8a. 0o

DATE: 6/ 25/98
SUBJECT: Unit Secretary Training

Statem ent And Reference Qui de

1. PURPGSE AND SCOPE. To provide guidance and direction for the
trai ning and devel opnent of Unit Secretaries.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Unit Secretaries will be provided a formal training plan;

b. Unit Secretaries will be proficient in all nmandatory
training areas; and,

c. Unit Secretaries will be provided reference materials to
resol ve routine secretarial and unit/case nmanagenent rel ated
pr obl ens.

3. DI RECTI VES AFFECTED

a. Directives Rescinded

PS 3933. 02 Unit Secretary Training and Reference Quide
(5/ 10/ 96)

b. Directives Referenced

PS 3510. 08 Case Managenent Coordi nator, Rol e of
(6/16/97)

PS 3906. 16 Enpl oyee Devel opnent Manual (3/21/97)

PS 5321. 06 Unit Managenent Manual (7/31/96)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4082
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b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1D 14

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1D 06

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Prograns: 1-ABC 1D 12

5. RESPONSIBILITIES. Wardens shall ensure that newy sel ected
Unit Secretaries participate in the formal training program which
includes, at a mninmm the conponents presented in the Unit
Secretary Training Plan (Attachment A). The Associ ate Warden
(Prograns) shall designate specific departnment heads, case
managers or other staff to provide portions of the training.

The institution's Case Managenent Coordinator (CMO) is
responsi bl e for the overall coordination of the training program
w th assistance fromthe Enpl oyee Devel opnent Manager (EDM). The
CMC shal |l coordinate Unit Secretary training activities with
assistance fromthe enployee's Unit Manager. Witten

docunent ation shall include | esson plans and schedul es, which are
to be reviewed by the CMC and Unit Manager and nai ntai ned by the
EDM Lesson plans shall be devel oped at the institution |evel.

6. ON-THE-JOB TRAINEING On-the-job training (QJT) has been
determned to be the nost effective nethod for preparing newy
selected staff for the demands of their new positions.
Accordingly, a m ninmm 80-hour QIT period at each institution is
established. During the QJT phase, the Unit Secretary shal
function wth reduced casel oad responsibilities while |earning
and performng secretarial duties. Mentors for Unit Secretaries
shall ordinarily be secretaries with institution experience.

7. CERTIFICATION. Certification of proficiency in the Mandatory
Trai ning areas of the Reference Guide shall ordinarily be
conpleted during the Unit Secretary's QJT period. It is
recomended that pronotion be contingent upon successful
conpletion of all five mandatory training areas.

8. EDM The CMC shall notify the EDM when the Unit Secretary's
enrollment in the 80-hour QJT period has begun. Simlarly, when
the QJT period has ended, the conpleted certification shall be
forwarded to the EDM for inclusion on the enpl oyee's training
records. The EDM shall assist the enployee's Unit Manager in
monitoring the enpl oyee's career devel opnent pl an.
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9. EVALUATION. Upon conpletion of the QJT peri od:

a. The Case Managenent Coordinator, the enpl oyee's Unit
Manager, and the enpl oyee shall neet to:

1 di scuss the enpl oyee's performance during the training
peri od;

identify additional training needs; and,
di scuss future expectations.

Thi s di scussion shall be docunented, signed by the
CMC, Unit Manager, Associate Warden (Prograns), and
the enpl oyee to certify program conpl etion.

b. The enployee shall conplete a witten evaluation of the QJT
program This evaluation, at a mninmum nust review the
foll ow ng areas:

suitability of course content;

| ength of training period;

the three nost inportant areas covered; and,
changes that could inprove the program

The original shall be forwarded to the Region, and a copy to
the institution EDMw thin 15 days of the programis conpletion.
The Regi onal Correctional Prograns Adm ni strator shall appoint an
i ndi vidual in the Regional Ofice to be responsible for the
recei pt and review of the witten eval uati ons.

/sl
Kat hl een Hawk Sawyer
Director
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UNI T SECRETARY TRAI NI NG PLAN

1. MANDATORY TRAI NI NG AREAS AND CERTI FI CATI ON

All newy selected Unit Secretaries, including those at
Pretrial facilities, shall be required to denonstrate their
knowl edge and skills of secretarial and case managenent topics.
The topics |isted bel ow, because of their critical nature,
require certification by the specified subject matter expert:

SENTRY;

Privacy Act/FO /Locator Center;

| nmat e Rel eases;

Central Files; and,

Parole Mni-Files (if applicable).

NSNS AN
DO O T
— N

Certification of proficiency is required and awarded after
Unit Secretaries have successfully denonstrated they can perform
the task(s) listed under "Functions" for each perfornmance
obj ective. Conpetency nust be denonstrated in all of the
mandatory areas |isted on the performance objectives
certification forms. Note: During the 80-hour QIT period,
ci rcunst ances may arise where the CMC may not have an actual case
with which to nmeasure the proficiency of the Unit Secretary in
that specific subject matter area. Wen this occurs, the CMC
shal | create a hypothetical case in order to determne the Unit
Secretary's know edge in this area.

Certification forns can be retrieved from BOPDOCS. The Case
Managenment Coordi nator shall ensure that Unit Secretaries can
denonstrate their ability to access docunents through the use of
BOPDOCS. A wor king know edge of BOPDOCS is essential in order to
retrieve current Program Statenents and Operations Menoranduns.

2. REFERENCE GUI DE

The Reference Quide shall be conprised of three major
conponent s:

(a) Current national Program Statenents applicable to each
uni t/ case managenent function (if BOPDOCS is avail able and easily
accessi ble, hard copies of the Program Statenents do not need to
be mai ntained in a working binder);

(b) Current Institution Supplenents (if applicable) for
Program Statenents (if LAN is available and easily accessible,
hard copies of the Institution Supplenents do not need to be
mai ntai ned in a working binder);
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(c) Oher Menoranda. Unit Secretaries should maintain an
up-to-date Reference Guide for use in resolving everyday
secretarial and unit/case managenent i ssues.

The CMC shall either retrieve or assist the Unit Secretary
in using BOPDOCS to assenble the Unit Secretary Reference and
Training Guide (as outlined in Section 2). CMC s who do not have
i mredi at e access to BOPDOCS may, upon request, receive a Training
and Reference Guide fromthe Chief, Policy Review and
Devel opnent, Correctional Prograns Branch, Central Ofice. The
CMC shall also instruct the Unit Secretary on how to |ocate the
appropriate Institution Supplenents which inplenent Bureau
Program Statenments. |If LANis available, the CMC shall ensure
that Unit Secretaries can denonstrate their proficiency in
retrieving and using LAN for review of Institution Suppl enents.
Unit Secretaries are responsible for updating their reference
gui des as policy and procedural changes are nade.



